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o NOTE: FDM is

located at the following
site: https:/ /www.
FDM.army.mil.

This is the site you
would normally log
into. However, for the
purposes of training,

a different site is being
used.

OGE 450 - Registering a New User in FDM

sclosy .
O\ [[/(‘

OGE 450 = REGISTERING A NEW USER IN FDM

Scenario

You are a Supervisor Assistant and need to add a new OGE 450
filer to FDM.

Registrant FDM Role Supervisor

R. Price OGE 450 Filer B. Nicholson

I. Logging In To FDM

1. Type https://158.9.48.244 to access the FDM Training site,
then click FDM Login. The FDM Login page is displayed.

FDM_TRAIN Test System
Financial Disclosure Management - Training

Welcome to FDM, your assistant for preparing your SF 278 and OGE 450 Financial Disclosure
Reports

Login to FDM

Login using your CAC Not Registered?

[ Login Registat to be an FDM user or
to add roles to your current
FDM account.

Forgot your CAC PIM?

Register

or
Login using AKO

Test Your CAC

User Mame: [
FOM uses your CAC to
password: | cornplete electronic filing, Test
: your CAC to ensure it works
Agency: @I with FOM even if you have

5 used it with ather pragrams,

Forgot your AKO password?

Warning - This is a U.S. Government computer system subject to federal law.

Financial Disclosure Management is hosted on a U.5. systemn and is i for i us. use only.
u thorized attempts to upload or oth ise alter inf tion are strictly prohibited and may be punishable underthe Computer Fraud and
Abuse Act of 1986




FDM 3.0 / Pub. 1

2. Type your training User Name and Password. Click Login. The
FDM Welcome Page is displayed.

FDM_TRAIN Test System
Financial Disclosure Management - raining

Admin Resources

My Info Review Filers

Welcome Training X. 450_1

B fnnual OGE 450 Reports are due 15 February, ¢ Glossary

¢ To start a new OGE 450 report click "add Mew Report”,
¢ To work on an existing report select a report from the table below,
My OGE 450 Reports
=] Add New Report |

Year| Reporting Status | Rewiew Status | Last Updated

Edit_
2008 Mew Entrant Draft 11/30/2006 }w::ej‘

II. My Info - My Filers

Adding a New Filer for the Supervisor
You Assist
1. After logging into FDM, select the My Info tab and then select

the My Filers sub-heading. The My Filer’s - Supervisor’s View
page is displayed.

FDM_TRAIN Test System
Financial Disclosure Management - Training

My Reports i il Admin esources

My Filers - Supervlsoriew

Instructions: Use the "Change Assist" button to select or change which Supervisor, Senior Legal Counsel or ADAED you assist
and viewe their related filers.

Last Name:* |Statswih v | || |

First Name: [Statswih v/ | | Change Who | am Assisting..|

Middle Name: | Statswith v | | |

e-mail: [ Starts With (| |
Agency:

*Raguived Items Per Page Search

Warning: 450_1, Training X. does not have any filers.

2. Click Change Who I Am Assisting. The Change the
Supervisor You Assist page is displayed.

OGE 450 - Registering a New User In FDM
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= Any of the following

DM roles can register
a new Filer: Senior Legal
Counsel (SLC), Senior
Legal Counsel Assistant,
Ethics Counselor

(EC), Supervisor and
Supervisor’s Assistant.
These roles can also
change a Filer’s review
chain information.

e The Filers names display

in alphabetical order.
You can select to view
more items pet page or
click the forward arrow
if the name you are
searching for is not listed
initially.

Your view on the My
Filers page is based upon
the role(s) you have in
FDM. .

a New User In FDM

To add a new filer, you must first select the appropriate Supervisor
you are assisting and then associate the filer to them.

FDM_TRAIN Test System
Financial Dlsclosure Management - Training

My Reports '

ReulewFlIers Admln Resnurces

Change the Supervisor You Assist

Micholson, B X, [Select |
Super_450_1, Training . Select|
@ Cancel

3. Click Select beside B. Nicholson’s name. The My Filers -
Assisting Supervisor, Nicholson, B. page displays a listing of
the filers associated to B. Nicholson.

FDM_TRAIN Test System

Financial Disclosure Management - Training
My Reports B
‘Contact Infgr_;_natiun

My Fllers - Assisting Super\nsor Nicholson, B X.

Instructions: Uze the "Change Assist" button to select or change which Supervisor, Senior Legal Counsel or ADAED you assist
and view their related filers

Last Name:* |Sta|tsW'\th v-| |

|

| Staswith > | | | Addl Filer
|
|

First Name:

Middle Name: | Starts With | | |Change Who | am Assisting...

e-mail: | Stats with » | |
Agency:

*Raquirad

Items Per Page Search|

1to 50f5

| Address Phone Roles

Last Name |First Name [Middle Name Grade

450 25 Training x G513 |training 450 29Eus. army. il |000-000-0000 | OGE 450 Filer Dif:te
450 26 Training % G513 |training 450 26@w0s.army.mi |000-000-0000 |OGE 450 Filer S
450 27 Training X G513 |training 450 27@us.army.mil [000-000-0000|OGE 450 Filer s

4. A new filer, R. Price, is not listed. Click Add Filer. The Select

New Filer screen is displayed.
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FDM_TRAIN Test System

© Select cither “Starts Financial Disclosure Management - Tra/ning
With” or Contains when : My Reports T b evinbicr ndmind Renuree:
searching. For faster
results, type the full last Select New Filer
name and partial first
name of the filet.

Instructions: Uz the searching function kelov to idertify the individusl you wart to add to FOM a2 & new Filer, When you find
the appropriste individual, press the "Select’ button in the corresponding rovw to continue with the Add process.

e The New Filer search, Last Name:* |Stats'with v | [Piice_1 |
searches within the First Name: [ Statswith | [Fl | Cancell
Global Directory Middle Name: | StatsWwith v | | |
Service. e-mail: StatsWwith v | |
e If searching by e-mail, SpnEE:
enter the filer’s DOD *Raquired Items Per Page ED__VI IM

Common Access Card
embedded e-mail address

only.
©=  Once a Filer is added, 5. Type Price_X in the Last Name field and R in the First Name
they may begin creating field. Click Search. Any matching search results displays at

draft financial disclosure
reports.

the bottom of the screen.

Note: When typing the new Filer’s last name, X represents your assigned training
ID number. For example, if you logged on as 450_11, then you would type
Price_11 in the Last Name field.

FDM_TRAIN Test System
Financial Disclosure Management - Training

My Reports ; Filers ad ces

Select Mew Filer

Instructions: Use the searching function below to identifty the individual you swant to add to FOM a5 a new Filer. When you find
the appropriste individual, press the 'Select’ button in the corresponding row to continue with the 2Add process

Last Wame:* | Stats'with ~ | [Price_1

Cancel

First Name: | Statswith ~| [

|
|
Middle Name: | Statswith | | |
|

e-mail: [ Starts with [s]] |

Agaricy;
ey Items Per Page Search

1to 11 of 11 Items per pag

Last Name | First Name | Middle Name | Grade E-Mail Address Phone Organization

Price 1 R * G513 r_price  1@us, army. il 000-000-0000 | Civilian | seleot |
Price 10 R * G513 r_price  10@bus. armmy. mil 000-000-0000 | Civilian | gelact |
Price 11 B £ G512 | price 11@us.army.mil 000-000-0000 | Civilian | Select |
Price 12 B X G513 I_price 12@us. arroy. il 000-000-0000 | Civilian Select
—— — — - - —

6. Click Select to the right of R. Price’s name. The Add New
Filer screen is displayed.

In FDM
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e Starts With is the default

selection when searching,
Selecting Contains
searches all names that
include the entered
characters. For faster
results, type the full last
name and partial first
name of the filer.

The Select Supervisor
search, searches within

FDM only.

At any time, you

can change a Filer’s
Supervisor, Senior Legal
Counsel and ADAEO by
clicking Change beside
the appropriate role.

OGE 450 - Registering a New User In FDM

FDM_TRAIN Test System
Financial Disclosure Management - Tra/ning

File Ad ces

"My Reports | L
t Ind Assist _ &!yFﬂem A y Prof jle

Edit Filer - Price_1, R X.

Instructions: Specify the following relationships for the filer.

Attribute Value

Last Name Price_1

First Marne R

Middle Mame X

e-Mail r_price_ 1a@ws. army. mil

Qrganization

Phone 000-000-0000

Agency LISARMY
Superwvisor: Micholson, B x. lchanae
Senior Legal Counsel: Pickney, E x. Change

ADAEQ (only required for SF 278): Adaeo_1, Training X. |change

[[] ©GE 450 Filer

[[] sF 272 Filer {(General Officers and Senior Executive Service)

@ Save @ Cancel

A default review chain is established for Filers and Supervisors
in FDM. If you know that a member of the Filer’s review chain is
different from the default, please update them appropriately.

R. Price’s Supervisor is set to B. Nicholson. However, we made a
mistake and should change R. Price’s Supervisor to Super_450_1,
Training.

7. Click Change beside the Supervisor’s field. The Select
Supervisor page is displayed.

FDM_TRAIN Test System
Financial Disclosure Management - [raining

My Reports Review Filers Admin Resources

Select upervisor

Instructions: se the searching function below to identify the individual you want to choose as Supervisor for the filer.
‘When you find the appropriste individual, press the 'Select’ button in the corresponding row to continue.

Last Name:* | Statswith v | [Super_ 450 1

First Name:

Middle Name: | Starts wih v | |

|
| Starts With | ITrainind |
|
|

e-mail: | Starts with v | |
Agency: [ Army v
*zauived

Items Per Page 20 v | |Search

8. Type Super_450_1 in the Last Name field and Training in
the First name field and click Search. A listing of matching
FDM user names is displayed.
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FDM_TRAIN Test System
Financial Disclosure Management - [raining

My Reports Review Filers Adm REeSOUrCes

ssistand

Select Supervisor

Instructions: Uze the searching function below to identify the individual you swant to chooze as Supervisar for the filer
When you find the appropriste individual, press the 'Select’ button in the corresponding rovw to cortinue.

Last Name:* |[Statswith & | [Buper_4501 |

First Name: | StatsWith v | Training | [cancel|
|
|

Middle Name: | Stats'with v | |

e-mail: [ Starts with »| |

Agency: Ay b
*Required Items Per Page Search

1tolofl Items per pa

Last Name |First Name [Middle Name |Grade E— dress Phone Organization

Super 450 1[Training X |G513 [training super 450 1Eus.armny.mi [000-000-0000 |Civiian | zeteet]|

9. C(lick Select beside Super_450, Training. The Add New Filer
page is displayed listing the new supervisor.

FDM_TRAIN Test System
Financial Disclosure Management - [ra/ning

My Reports | Review F

Aadmin Resources

Edit Filer - Price_1, R X.

Instructions: Specify the following relationships for the filer

¥ou have selected to add a filer that will have a Supervisor different than yourself.

Attribute value

Last Name Price_1

First Marne R

Middle Name *

e-Mail r_price_1g@us. arrmy . mil

Crganization

Phone 000-000-0000

Agency USARMY
Superwisor: Super_450_1, Training x. |[Change
Senior Legal Counsel: Pickney, E x. Change |
ADAEO (only required for SF 278): Adaso_1, Training x. Change

OGE 450 Filer

[] sF 278 Filer (General Officers and Senior Executive Service)

@ Save @ Cancel

Selecting the Filer’'s Role

In FDM, a Filer can be an OGE 450 Filer or an SF 278 Filer. The
OGE 450 is a confidential financial disclosure report and the SF 278
is a public financial disclosure report.

10. Select OGE 450 Filer in the Roles section and click Save. The
My Filers — Supervisor View page is displayed listing the filers
for B. Nicholson.

The FDM filer, R. Price, receives an e-mail message notifying him
that he may use FDM and create a financial disclosure report.

OGE 450 - Registering a New User In FDM
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[FDM_TRAIN Test System
Financial Disclosure Management - Traiuing

My Reports Resources

cholon, .

Instructions: Use the "Change Assist" button to select or change which Supervisor, Senior Legal Counsel or ADAED vou
assist and view their related filers

Last Mame:* | Starts with ~ | |

e Please contact your POC First Name:  [Statswith ~ | |

to determine which Middle Name: [Sters wir Bl |

e-mail: | Starts with | |
Filer’s are OGE 450 and Agency:

SF 278 report filers. e ftems Perifage search

!l‘ Who | am Assisti ]

|
| |RadFiler
|
|

M Items per pag
e A filer can update their
review chain at any time et T E-Mail Address Phone Roles
b SCICCUH M Il’lfO 450 25 Training . GS12  |traiming 450 2Seus.arrny.rnd | 200000 OGE 450 Filer | Edit |
falatale] Deteta]
R in. 450 26 Training 3 GS13  |training 450 2E@Us.army.mil| Do DIGE 450 Filer =
oooo Delete
450 27 Training e G513 |waining 450 27evus.armre.mil| oon DIGE 450 Filer ]
On0-00n- OGE 450 Filer, SF 278 ||_Edit
ezlalRaina e e e e 2 adarns 22@us. arrny. roil " *
Adarns 22 (A k4 GS13 |2 _adarns 22@us. arroy. il oooo Filar Daleta
| - E i
Shaw 9 R % G513 |r_shaw S9mus.army.mil Ha0-000 OGE 450 Filer e

11. To verify that R. Price was added to Training Super_450_1,
click Change Who I am Assisting and then click Select
beside Super_450_1, Training.

FDM_TRAIN Test System

Financial Disclosure Management - [raining
§ My Repurts‘ ¥ Inf i Reviow Filore i Admin | Bocoarcos: -
‘Contact Information | ist | My Profile |
My Filers - Assisting Supervisor Super_<450_1, Training X.

Instructions: Use the "Changs Assist” button to select or changs which Supervisor, Senior Legal Counsel or ADAED you
assist and views their related filers

Last Name:* | Stans'with |

First Name: | Statswith ~ |

[Change Who | am Assisting...

Middle Name: | Stars'with |

e-mail: [ Starts with [~]

Avoniv:

s -
Agtied: Items Per Page =hsuoh)

21 to 27 of 27 Items per page:

|Last Name | First Name | Middle Name |Grade|  E-Mail Address [ Phone | Roles

450 30 Training ® GS13  |training 4S50 30@us.army.mil |000-000-0000 |OGE 4S50 Filer :Ifoe':e
450 4 Training .S G513 training 450 dibus. army.mil 000-000-0000  |OGE 450 Filer l._,z’—;:g'
450 5 Training ® GS13  |training 450 S&Eus.armmy.mil 000-000-0000  |OGE <450 Filer ﬁﬁTj
450 7 Training = G513 training 450 Feus. arrny. il 000-000-0000 |OGE 450 Filer -DE?%'
450 8 Training e G513 training 450 Sdbus. arooy. mil 000-000-0000  |OGE 450 Filer %‘
450 9 Training X GS12  |training 450 9@us.arcoy.onil 000-000-0000 |OGE 450 Filer %‘
Price 1 R 4 G513 r_price  1@&us.arrmy.mil 000-000-0000  |OGE 450 Filer D_ngi:e-

R. Price is listed at the bottom of page 2 in the listing of Filers.

a New User In FDM
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OGE 450 - Registering a New User In FDM

Deleting a Filer from the Supervisor You
Assist

A Supervisor’s Assistant, can delete an OGE 450 filer from FDM, if
the Filer has not submitted a financial disclosure report in FDM.

To delete a filer from FDM, follow steps, 1 through 4 in this
scenario. Click Delete beside the user’'s name. A message
displays confirming that you wish to remove the filer role for the
selected user along with any draft reports they may have created.

Important Note

A supervisor’s assistant should be extremely careful when
using this function. If a filer is deleted from the system, then
any draft reports created by that filer will also be deleted.
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MANAGING USER REGISTRATION

Scenario

Three individuals have self-registered in FDM and their registration
status is pending. As a Supervisor Assistant, you need to act upon
these requests as follows:

+ The first Filer made the correct selections and her registration
should be confirmed.

+ The second Filer indicated he was an OGE 450 filer but actually
should not be filing a report.

+ The third Filer choose the incorrect Supervisor and Senior Legal
Counsel.

The table below indicates the correct registration selections for
your assigned filers.

Registrant FDM Role Supervisor SLC Confirm/
Deny/Edit
R. Shaw Filer B. Nicholson E. Pickney Confirm
M. Mallow Filer B. Nicholson E. Pickney Deny
P. Jays Filer 450-XX E. Pickney Edit and
Training Confirm

Managing User Registration
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Managing User Registration

If you have multiple
roles in FDM, select
your role, Supervisor
Assistant, from the My
Role drop-down list and
click Go.

FDM Reviewers,
Supervisors, ECs, SL.Cs
and ADAEO roles will
see their Review Filers
| Reports List once
they log in. All other
roles will be taken to
the Review Filers /

Reports List page.

I.

An FDM Filer or Supervisor who self registers is a pending
registrant until their their registration is confirmed. Pending
Filers cannot eSign or submit their reports until their registration is
confirmed. Likewise, pending Supervisors cannot review disclosure
reports until their registration is approved.

Managing Registration

Pending Self-Registration requests can be accessed in two ways:
from the Pending Self Registration link on the Review Filers |
Report List page or from Admin | Pending tab.

Review Filers|Reports List Pending Self Registration
Requests link

FDM_TRAIN Test System

Financial Disclosure Management - Training
§ My Reports" My InfD"=
Reports List

=+ Admin Resources

Welcome Training X. 450_1

Common Questions

* What does it mean to

®  Annual OGE 450 Reports are due 15 February. g ik
nd" a review?

¥ou have pending registrations. Go to Pending Self Registration Requests to + what _)d"-‘es Amended
confirm or deny registrations, FIRAnT
+ What does Amendment]

in Progress mean?

* How do I ses the
reports assigned to me
if I have more than

My OGE 450 Filer's Reports Report §
Printer-Friendly

Y Take OGE 450 Survey

Form Type: My Role: Year: Reporting Status: Review Status: on= rele in FOM?
E_DGE 450w || Supervisor Assistant || 2008 s | ALl v | [UnderReview v | | Gof | Reset 9 ;Veh;; ::na;f‘gmplate
1to 30f3 Items per page: + Glossary
4 Registration Reporting Review Review | Signature
Eller« status Year| “cratus Status Date Date
Uncler

450_25, : Reviewy
Training . Active 2006 | Mew Entrant Amended

12/04/2006
450_25, » Under
Training . Active 2006 | Mew Entrant Review
450_27, ; Under
Training . Active 2006 | Mew Entrant Hesial

For the purposes of training, the Admin|Pending tab will be used.

NOTE: If you are a Supervisor Assistant and a Filer, after logging into FDM, the
application defaults to the My Reports | Reports List page.

If your role in FDM is only a Supervisor Assistant, after log in, the application
defaults to the Review Filers | Reports List page, which contains a link to
the Pending Self-Registration Requests page.
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Locating the Pending Filer List

1. Select the Admin|Pending tab to view a list of pending
self-registration requests. A listing of your pending filers is
displayed.

% Pending filers can
create a draft OGE
450 financial disclosure

FDM_TRAIN Test System
Financial Disclosure Management - Tra/ning

My Reports Review Filers Resources

report, change

contact 1r1format10n, .D.ending .S.el.f”F.ieg.i.étréfi.on .F.{equesfs

change assistants and

. Instr i This page displ Pending Self Registration Requests to be confirmed or denied by the responsible
SuperISOfS but cannot individual. Make & selection in the "My Role" selection menu and press the "Go" button to fiter the list to only those Requests

. . that are related to you in the role you selected. Press "Show Al" to display every Request for all users within your agency.
eSign and submit reports.

My Role: | Supervisor Assistart || [Go] or | Show Al

Filtered By: Supervisor Assistant

= Senior Legal Supervisor Text & SLC Text &
Name 2upervisor ADAED A 5
Role Namea |Superwisor Colincel ADAEO &-Mail &-Mail
OGE g Contirm
450 i{ays_lD, P glcholson, E Pickney, E X
Filer __Edit |
B 1 1 :
% Pending Supervisors O |1 11,p [Nchoson, B T g
cannot perform FDM Fier  |* 4 CEdn |
H . H OGE : Contirm
supervisory functions G50 [Jrs12.P |Nehokon B lnc,
. . . . e
until their registration oot '
. QGE Confirm
is confirmed. They can 450 [Javs_13, B Mehokon, B oo, g
Fier  |* B

only change their contact
information.

% Automatic e-mail
messages are sent to the
FDM Filer, Supervisor
and Senior Legal Counsel
any time changes are
made to a pending
registrant or confirmed

registrant.
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Managing User Registration

Confirming a Pending Registrant

1. Click Confirm to the right of registrant R. Shaw to confirm
her registration. A message displays confirming this request.

FDM_TRAIN Test System
Financial Disclosure Management - Training

My Reports My Info Review Filers Resources

Pending Self Registration Requests

Instructions: This page displays Pending Self Registration Reguests to be confirmed or denied by the responsible
individual. Make a selection in the "My Role" selection menu and press the "Go" button to fitter the list to only those Requests
that are related to you in the role you selected. Press "Showe &1" to display every Reguest for all users within vour agency .

Filtered By Supervisor Assistant

Ee-a Microsoft Internet Explorer
X

\ ? ) ‘fou are about to CONFIRM OGE 450 Filer regisiration for user Shaw_8, R X, Are you sure?
Shaw_7,
X

OGE Shaw_6, Ok ] ’ Cancel
X

OGE L [Canfirm
X

Shaw 5, R Qlcholson, E Pirkrey, E X
[ Edit |

2. Click OK. The Pending Self-Registration Requests page is
displayed. The FDM filer, R. Shaw receives an e-mail message
notifying her that her registration has been confirmed.
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ing User Registrati

Any draft reports are
automatically deleted
once registration is
denied. The filer will
need to re-enter any
report data in a new
report once registration
has been confirmed.

If denied, a filer may
re-register at any time
as long as they are in a
position that requires
them to file a disclosure
report.

Denying a Registration

M. Mallow registered as an OGE 450 Filer and does not need to file
a report. You must deny his registration as an OGE 450 filer.

(OGE 450 Fler Jays B, P X Nicholson, B X Pickriey, EX
T
Confirm|

GE 450 Fler Jays 9,P X Nicholson, B X Pickney, EX DE:T‘V

SF 275 Filer Mallow_L, M ¥ Nicholson, B ¥ Pickney, EX Adago_1, Training ¥

SF 278 Filer Mallow_10, M X Nicholson, B X Pickney, EX Adaeo_1, Training X

SF 272 Fller WMallow_L1, M ¥ Nicholson, B X Pickney, EX Adaen_1, Training ¥

SF 278 Filer Mallow_12, M X Nicholson, B X Pickney, EX Adaeo_1, Training X

SF 278 Filer WMallowe_13, M X Nicholson, B X Pickney, EX Adaen_L, Training ¥

SF 275 Filer Mallow_14, M ¥ Nicholson, B ¥ Pickney, EX Adaso_L, Training ¥

SF 278 Filer Mallow_15, M X Nicholson, B X Pickriey, EX Adaeo_1, Training X

SF 278 Filer WMallow_16, M X Nicholson, B X Pickney, EX Adaen_1, Training ¥

SF 275 Filer Mallow_17, M ¥ Nicholson, B ¥ Pickney, EX Adago_1, Training ¥

SF 278 Filer Mallow_18, M X Nicholson, B X Pickney, EX Adaeo_1, Training X

SF 272 Fller WMallow_19, M ¥ Nicholson, B X Pickney, EX Adaen_1, Training ¥

1. Click Deny to the right of M. Mallow. A message displays
confirming that you wish to deny M. Mallow’s registration.

SF 276 Fller Malgww 1, MX hicholsan, B % Fickrey, EX Adago_L, Traring X ]E;::ﬁ
i

F 278 Filer Malow _10, M X hicholson, B % Pickney, E X Adaen_{, Training X

SF 278 Filer Malow _11, M ¥ hicholsan, B % Pickney, E X Adaeo_t, Training ¥

SF 278 Filer Malow 12, M X hicholsan, B X Pickney, E X Adaen_1, Training X

F 278 Filer Malow_13, M X hicholsan, B % Pickney, E X Adaea_{, Training X

MICI050 arne plore

SF 278 Filer Mallow _14, M ¥ hichosan, B X =

q.:_) 'fou are about to DENY SF 278 Filer registration for user Mallow_1, W X, Are you sure?
SF 278 Filer Mallow _15, M ¥ hicholsan, B

SF 278 Filer Malow _16, M X hicholsan, B X

F 278 Filer Malow _17, M % hicholsan, B % Pickney, E X Adzen_L, Training X
SF 278 Filer Malow _18, M X hichosan, B % Pickney, E X Adaen_1, Training X
SF 278 Filer Mallow _19, M X hicholsan, B % Pickney, EX Adaeo_1, Training X
SF 278 Filer Malow_2, M hicholsan, B X Pickney, E X fAddaea 1, Training X

2. Click OK. The Pending Self-Registration Requests page is
displayed.

M. Mallow receives an e-mail message indicating that his FDM
registration has been denied. Any draft reports that he may have
created are automatically deleted.
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r Registration

Changing a Pending Registrant’s
Supervisor and Senior Legal Counsel
You must change P. Jay’s supervisor from B. Nicholson to Training

Super_450_1 and his Senior Legal Counsel from E. Pickney to
Training SLC_450_1.

FDM_TRAIN Test System
Financlal Disclosure Management = Training

. Resources

Reulew Fllers

My Repnrts My Infn

Pending Self Re girion equess

Instr i This page displ: Pending Self Registration Regquests to ke confirmed or denied by the responsible
individual. Make a selection in the "My Role" selection menu and press the "Go" button to filter the list to only those Reguests
that are relsted to you in the role you selected. Press "Show All" to display every Regquest for all users within your agency.

My Role: | Supervisor Assistant ~ | | So or | Show Al

Filtered By: Supervisor Assistant

B Senior Legal Supervisor Text & SLC Text &
Name Supervisor - 5
Role | Mame« |Supervisor Coiincal ADAREQ e-Mail a-Mail
OGE i Confirm
asn0 iays_lD, P Qlchulsun, E Pickniey, E ¥
Filer [ Edit |
QGE Canfirm
as0 }J(avsfll, P I;.Ilcholson, B Pickney, E X
Filer [EdiE )|
OiGE 5 Confirm
50 i{ays_l;?, P ;lltthSDl"l, E Pickney, E ¥
Filer [ Edir ]
OGE Caonfirm
as0 iays_lS, P Qlcholson, B Pickney, E ¥
i

1. Click Edit to the right of registrant P. Jays. The Edit Filer page
displays.

FDM_TRAIN Test System
Flnancial Dlsclosure Management - Training

s

My Repurts My Info Revlew Fllers W

Edit OGE 450 Filer Jays_1, P X.

Instructions: Specify the following relationships for the filer

Attribute Value

Last Marne Jays_1

First Mame R

Middle Mame X

e-Mail p_jays_1ius, army.mil

Organization

Phore 000-000-0000

Agency LISARMY
Supervisor: Michalson, B X. |change

Senior Legal Counsel: Pickney, E x. Change

@ Save @ Cancel

Security and Privacy Notice | Help | Accessibility | Developed byi ©-E LGMC

2. Click Change beside his current Supervisor’'s name. The
Select Supervisor page displays.
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FDM_TRAIN Test System
Financial Disclosure Management - Training

My Reports My Info Review Filers Resources

Select Superior

Instructions: Lze the searching function below to identify the individual you want to choose as Supervisor for the filer.
When you find the appropriste individusl, press the 'Select' button in the corresponding row to continue.

Last Name:* | Stats'with v | |Super_450.1 | _
First Name: | StartsWith |+ | [Trainind | L]
Middle Name: [Statswith | | |

e-mail: Starts With » | |
Agency:

Reyaiad Items Per Page -m Search

Security and Privacy Motice | Help | Accesszibility | Developed by: C-E LCMC

3. Type Super_450 in the Last Name field and Training in the
First name field and click Search. A listing of matching FDM
user names is displayed.

FDM_TRAIN Test System
Financial Disclosure Management - Training

My Reports My Info Review Filers sdm RESDUrCES

Select Supervisor

Instructions: Use the searching function below to identify the individual youw wart to choose as Supervisor for the filer.
When you find the appropriste individual, press the 'Select’ button in the corresponding rosw to continue.

Last Name:* | Stats'with v | [Supe_450.1 |
First Name: | Starts With _v_| |Tra|n|ng | I(:B_I'I—Eell

Middle Name: |Statswith + | | |

e-mail: Starts with v | |
Agency:

fEeatited Items Per Page Sear-chj

1tolofl Items per page:

Last Mame |First Name [Middle Name |Grade E-Mail Address Phone Organization

Super 450 1 |Training i |G513 [training_super 450 1@us.army.rmi [000-000-0000 | Chvilian |Betest]]

4. C(Click Select beside Training Super_450. The Edit Filer page
is displayed with Training Super_450_1 as the Supervisor.
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FDM_TRAIN Test System
= e =
Financial Disclosure Management - Training
Edit OGE 450 Filer Jays_1, P X.
Instructi Specify the following relationships for the filer.
Attribute Value
Last Mame Jays_1
First Marme El
Micldle Mame X
e-Mail p_jays_1@us.army.mil
Organization
Phone 000-000-0000
Agency USARMY
Supervisor: Super_450_1, Training x. Change|
Senior Legal Counsel: Pickney, E x. Change
@ Save @ Cancel

5. Follow the same steps to change the Senior Legal Counsel.
Click Change beside his current Senior Legal Counsel’s name.
The Select Supervisor page displays.

FDM_TRAIN Test System
Financial Disclosure Management - [ra/ning

My Reports My Info  Review Filers :'ﬂdl‘i_‘lil‘i_:_. Resources

Select Senior Legal Counsel

Instructions: Use the searching function below to identify the individual you want to choose as Senior Legal Counsel for
the filer. When you find the appropriste individual, press the 'Select' button in the corresponding row to continue.

Last Name:* |[StatsWwith v | |5LC_450_1 | _
First Name: [ Statswith v | [Trainind | [ExzEd
|
|

Middle Name: |Statswith v | |

e-mail: [statswith +| |
Agency:
Resass Items Per Page Search

6. Type SLC_450 in the Last Name field and Training in the First
name field and click Search. A listing of matching FDM user
names is displayed.
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FDM_TRAIN Test System
Financial Disclosure Management - Training

My Reports

My Info Review Filers RESOUFCES

Superviso

Select Senior Legal Counsel

Instructions: Lize the searching function belovy to identity the individual you swant to choose ss Senior Legal Counsel for
the filer. Wwhen you find the appropriate individual, press the "Select’ button in the corresponding row to continue.

Last Name:* | Statswith | [BLC_450.1 |
First Name:  [Statswith | [Training | G

Middle Name: |Statswith | | |

e-mail: Starts Wwith » | |
Auency:

REegis Items Per Page Search

l1to1of1l

Organization
|sic 450 1 [Training X |6513 [training sl- 450 1@us.army.mil |000-000-0000 [Civilian R

7. Click Select beside Training SLC_450_1. The Edit Filer page
is displayed with Training SLC_450_1 as the Senior Legal
Counsel.

FDM_TRAIN Test System
Financial Disclosure Management - Tra/ning

My Reports

My Info Review '=.n:in1in Resources

Sup ervisol

Edit OGE 450 Filer Jays_1, P X.

Instructions: Specify the following relationships far the filer

Attribute Value

Last Mame Jays_1

First Mame P

Middle Marne X

e-Mail p_jays_1@us.army.mil

Organization

Phone 000-000-0000

Agency LISARMY
Supervisor: Super_450_1, Training X. |Change
Senior Legal Counsel: Slc_450_1, Training . Change

@ Save @ Cancel

8. Click Save. You return to the Pending Self-Registration
Requests page.

P. Jays, B. Nicholson and E. Pickney receive e-mail messages
indicating that you changed P. Jays’ Supervisor and Senior Legal
Counsel.
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ng User Registratic

FDM_TRAIN Test System
Financial Disclosure Management - Training

ilers Resources

My Reports My Info Review

Penng giraion equess

Instructions: This page displays Pending Self Registration Requests to be confirmed or denied by the responsible
individual. Make a selection in the "Wy Role" selection menu and press the "Gao" button to fiter the list to only those Reguests
that are related to you inthe role you selected. Press "Show A" to display every Reguest for all users within your agency.

My Role: |Supervisorsssistant ~ | 80| gp | Show ail

Filtered By: Supervisor Assistant

2 Senior Legal Supervisor Text & | SLC Text &
Mame Supervisor ADAEDQ = fi
Role | Mame &« Supervisor Coaneel ADAEO e-Mail e-Mail
0GE Confirm
Super_450_1, |Slkc_450_1, B
2"58? Jayzil, PiX Training ¥ Training ¥
QGE Confirm
450 }J(a"sflul P Anicholson, B ¥ | Pickney, E %
Filer [ Edit ]
OGE Confirm
450 i,a"s—n’ P |Micholson, B % [Pickney, E %
Filar [ Edit ]
QGE Confirm
450 [P5AZ P hiholon, B % |Pickrey, E X
Filer | Edir ]

9. Click Confirm beside P. Jays’ name. A message displays
ensuring that you want to confirm this registration.

FDM_TRAIN Test System
Financial Disclosure Management - Training

My Reports My Info Re

iew Filers Resources

Pending Self Registration Requests

Instr i This page displ: Pending Self Redgistration Reguests to be confirmed or denied by the responsible
individual. Make a selection in the "My Role" selection menu and press the "Go" button to filter the list to only those Reguests
that are related to you in the role you selected. Press "Show &' to display every Reguest for all users within your agency

Senior Legal SLC Text &

Role | Name« Counsel e-Ma e-Mail
QGE
450 Jays_1, P
Filer
405GDE Jays_10, By ?) You are about to COMFIRM OGE 450 Filer registration for user Jays_1, P X, Are you sure?
Filer 2
QGE
450 i{ays_ll, F [ Ok ] [ Cancel
Filer
OiGE Confirm
450 ia"s—la P nicholsan, B % |Pickney, E X
Fller
OGE Javs 13,0 Confirm

10. Click OK.

P. Jays cannot e-Sign or submit his financial disclosure report until
his registration is confirmed.
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Managing User Registration

Locating a Pending Registrant for a
Different Supervisor

In many locations, one POC handles all registration functions.
However, in larger locations where there are many filers, there may
be many Supervisor Assistants. On the occasion when a supervisor
Assistant is on vacation or temporarily away for another reason, it
is possible in FDM for a supervisor assistant to handle registration
functions for another supervisor assistant.

The supervisor assistant, however, must Ensure that they have the
correct names of the supervisor and senior legal counsel for the
filers they have been asked to handle.

1. Click Show All on the Pending Self-Registration Requests
page. A listing of all pending FDM filers is displayed.

FDM_TRAIN Test System
Financial Disclosure Management - Tra/ning

Pending Self Registration Requests

Instructions: Thiz page displays Pending Self Registration Requests to be confirmed or denied by the responsible
individual. Make & selection in the "My Role" selection menu and press the "Go" button to fiter the list to only those Regquests
that are related to you in the role you selected. Press "Shaw &I to dizsplay every Reqguest for all users within your agency.

My Role: |-SELECT- v | [22] or| Showan

Filtered By: Show All

5 Senior Legal Supervisor Text & | SLC Text &
Name SUpervisor ADAED A A
Role MName « Supervisor airncal ADAEO a-Mail a-Mail
|Canfirm
Flor | acams_1, ax | TETES L 1SGTERT [Tamna
[_Edir_]
SF 276 | Adams_10, & |Super_278_1, |Slc_278_1, fdaeo_1, i
Filer X Training ¥ Training X Training X =T
[Canfirm
SF 272 |adams_11, & |Super_272_1, |Slkc_27s8_1, Adaso_1,
Filer X Training ¥ Training X Training X Edit
[Confirm
SF 273 [Adams_12, & [Super_272_1, (Slc 278 1, Adaso_1,
Filer o Training * Training X Training X T Edin |

2. Click the arrow at the top of the Name column to list the
pending registrants alphabetically.

3. Locate the name you are searching for on the list and follow
the steps shown above to perform any of the registering
functions.
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OGE 450 - ReAssiGNING FILER GROUPS

The Reassign Supervisor Groups page is used to manage Filer to
Reviewer group relationships for Supervisors and Senior Legal
Counsel’s.

There are times when it may be necessary to move a group of
Filers from one Reviewer to another either on a permanent or
temporary basis. There are two different assigned Filer groups

- Direct and Acting Relationships. Filers within the Direct
Relationship Group have an existing relationship with the selected
Reviewer that was established by either the Filer or the Reviewer.
Acting groups contain Filers who have a temporary relationship
with the selected Reviewer.

Reassign Groups

Acting and Direct Relationships

Super_1 is a Supervisor with several filers who have a direct
relationship. However, he will be on temporary leave for 3 months
and G. Alfin will temporarily manage Super_1’s filers. Super_1
will return after his temporary leave, and at that time, will again
assume his role as supervisor.

Current Supervisor New Supervisor Filers
Super_1 G. Alfin_1 R. Roberts

T. Kennedy

A Franken

OGE 450 - Reassigning Filer Groups 3.0/Pub.1
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OGE 450 - Re

1. Click on Admin/Supervisors. The Search for Current
Supervisor page is displayed.

Financiai Visciosure Management

Search for Current Supervisors

Instructions: Use the criteria below to specify the fitering of the current supervisors in FDM.

Last Name:* | StatsWith | [Super 1 |
| Add New Supervisor

First Name: | Statswith v | [Training

Middle Name: | Statswith v | | |

e-mail: Starts With v | |
Agency:

*Raguired Items Per Page @ Search

2. Type Super_1 in the Last Name Field and Training in the First
Name field and then click Search. A list matching the search
criteria is displayed at the bottom of the page.

Financiai Wisciosure Management

Pending

Search for Current Supervisors

Instr i Use the criteria below to specity the fitering of the current supervisors in FDM.

Last Mame:* [ Startswith ~| [Super_1 |

. Add New Superviser
First Mame: |SlarlsW|lh vl |Tra|n|ng | l”—DJ

Middle Name: | Statswith ~ | | |

e-mail: Starts With | |
Agency:

Saauiiens Items Per Page Search

1to11of11 Items per page:

Last Name|First Name |Middle Name |Grade ai ress Phone Organization
e ign/Delete
Super 1 Training X GS13  |training super 1@us.army.mil  [000-000-0000 |Civilian Re-a“'g;ir-e H
et DiE
Super 10 Training x G513 training super ltl@us.army.mwl 000-000-0000 | Civilian EESSIEG;;QQ =5
Reassign/Delets |
Super 11 |Training X G512 |training super 11@us,army.mi [000-000-0000 | Civilan Hrattge foiet

3. Locate Super_1 Training on the list and then click on
Reassign/Delete. The Reassign/Delete Change Summary
page is displayed.

Filer Groups
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Financiai Visciosure quugement

o Although the page

indicates that the action :

cannot be undone, you Reassign Supervisor Cannot be Undone
5

can actually go in and

reassign your filers back

to yourself. The reassign operation cannot be undone once completed,

Do you wish to continue?

@ Cancel Continue &

4. Select Continue. The Specify Replacement for Supervisor
page displays.

Financiai Visciosure Management

Pendinu User

Instructions: Search and Select the Supervizor that Groups will be resssigned to

Last Name:* | Stanswith [v| [afin_30 | .
FirstName: [Statswith v | [G | [

Middle Name: | Stariswith v | | |

e-mail: Starts\with v | |
Agency:

Rl Items Per Page

5. Enter G. Alfin's name in the appropriate fields, then click
Search. A list of names matching the search criteria is
displayed.

g Filer Groups
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e If Super_1 were to leave
permanently, his filers
would be transferred to
the Direct Relationship
column and would be
absorbed into your direct
relationships. By moving
Super_1s filers to an
acting group keeps the
filers separate from your
direct relationships.

OGE 450 - Rez

g Filer Groups

Financiai Visciosure Management

Pend

pecifv Replacemet for Supervisor

Instructions: Search and Select the Supervizor that Groups will be reazsigned to

Last Name:* | Stats'with v | [Bifin_30

Cancel

Middle Name: |StartsWith v| [

|
First Name: [Statswith ~ | [G |
|
|

e-mail: |StartsWith v| |
Agency:
peaiee Items Per Page Search

1tolofl Items per page:

Last Name | First Name | Middle Name | Grade E-Mail Address Phone

Organization
|dfin 30 G X l6s13 [ affin S0@us.armemi [000-000-0000 [ Civikar |eleet ]|

7. Locate G. Alfin’'s name on the list, then click on Select. The
Reassign Supervisor Groups Page is displayed.

Financiai i’isciosure Management

Pend

Reassign Supervisor Groups

Use the buttons, move the "Reassigned From® aroups to the "Reassignes To" groups lists as required  [Mare info|

Supervisor Groups to be reassigned

Groups to be reassigned to Alfin_30,
from Super_1, Training X. G X.

Direct Relationship:

E

Acting Groups:

kK

@ Cancel Continue &

8. Since Super_1's leave is only temporary, his direct
relationships will be transferred to G. Alfin as an Acting Group.
Click on Direct Relationships under Super_1's column to
highlight and then click on the I'*¥ arrow beside the Acting
Groups box to move the filers to G. Alfin.
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e No was selected since G.

OGE 450 - Rez

Alfin is on a temporary
leave and will be back.
YES would be selected if
the person would not be
returning to that role.

g Filer Groups

Financiai i/isciosure Management

| pending | user |

Reassign Supervisor Groups

Use the buttans, move the "Reassigned From" groups to the "Reassigned To" groups lists as required [More Infa|

Supervisor Groups to he reassigned Groups to be reassigned to Alfin_30,
from Super_1, Training X. G X.

Direct Relationship:

=
Acting Groups:
Direct Relationships
LS
=
@ Cancel Continue =

9. C(Click Continue. The Reassign/Delete Supervisor Change
Summary page is displayed confirming that Super_1’s filers
have been assigned to G. Alfin. The page also asks if you wish
to remove Super_1 as a supervisor.

Financiai Visciosure Management

Pendin

: u

Reassign/DeIee Supervisor Change Summary

Filers assigned to Supervisor Super_1, Training X. will be reassigned to
Alfin_30, G %, as follows:

Direct Relationship to Acting Group

Do you want to remove the Supervisor role for Super_1, Training x.7

O Yes & No

@ Cancel Finish &

10. Click No, then click Finish. A message displays confirming
that you wish to continue with the Reassign/Delete action.

11. Click OK. You return to the Search for Current Supervisors
page.




FDM 3.0 / Pub. 1

Verifying the Filer’'s Reassignment

1. To verify that Super_1’s filer's were moved to G. Alfin,
click Admin | User. The Search for Current Users page is
displayed.

2. Type Kennedy_1 in the last name field and click Search. A
listing of matching users is displayed at the bottom of the
page.

3. Locate the appropriate name and click View. The User Profile
for Kennedy displays.

Notice that his supervisor is now G. Alfin.

OGE 450 - Reassigning Filer Groups
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© A supervisor assistant
cannot view or sign the
actual OGE 450 report
and only has the ability
to view the status from

the Reports List page to
monitor the reports and

advise the supervisor

they assist. The statuses

are:

¢ Draft -- The financial

In FDM, Reviewers, Senior Legal Counsel Assistants and Supervisor
Assistants may view the Reporting and Review status of any

report that has been submitted. In addition, you can

also view a

summary report of the types of reports that have been submitted.

Viewing Filer Status

1. Click Review Filers | Reports List.
displayed.

The Reports List page is

FDM_TRAIN Test System
Fmancual Disclosure Management - Training

e &{%%%ﬂ% Admln

My Repnrts Resnurces

My Info

Welcome Training X. 450_1
= annual OGE 450 Reports are due 15 February.

You have pending registrations. Go to Pending Self Registration Requests to
confirm or deny registrations.

Common Questions

+ What does it rmean to
"End" a review?

+ What does Amended
mean?

+ What does Armmendment

in Progress mean?

disclosure report is

+ How do I see the
reports assigned to me

My OGE 450 Filer’'s Reports
&b printer_Friendly

Report ¥ Take OGE 450 Survey

if I have more than
one role in FOM?

currently in process. A

Form Type: My Role: Year: Reporting Status: Review Status:
filer has started the report [ 0GE 450~ || Supe stant v | 2006~ | Lé.LL 5| [UndorReview (] [ [EEEEEH]| | Wihoribes Somelets
but has not signed it. A + alossary
Reviewer can view a draft Hlep~ [ BECEBRen iy | Beforlind || SEEHIER | Rovien ) signetie
report but cannot eSign. Under

ﬁfﬁﬁg’x. Active 2006 | Mew Entrant | REMEW

¢ Under Review - The FErg o S I 12:r$nﬁ
Filer has e-Signed and - llel o ST | Review
submitted the financial Ty, | Adive |2006 | NewEnwant | leS

disclosure report for

review. A Reviewer can 2. Make the following sorting selections at the top of the Report

List and click Go.
Select OGE 450 under Form Type.
+ Select Supervisor Assistant under My Role.
Select 2006 under Year.
Select All under Review Status.

act on the report review
process by ending the

review and notifying the .
next currently assigned
reviewer or eSigning

the financial disclosure ¢
report. .

¢  Under Review

(Amended) - The Filer

has signed and submitted

Note the Filer’s status in the Registration Status column.

the financial disclosure
report for review but is
now making adjustments
or corrections. The Filer
must resign and resubmit
the financial disclosure
report after amending the
report.

Scenario IT - 28

OGE 450 - Checking Statuses
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¢ Complete - The
certifying authority has
approved the report after
all reviews of the financial
disclosure report are
complete. Only Filers
and reviewers may view
the financial disclosure
report, but not change it
any further.

Printing the Reports List Page

1. On the Reports List page, click Printer Friendly. A printer
friendly report list is displayed.

FDM_TRAIN Test System
Financial Disclosure Management - Tra/ning

My Reports My Info %

Admin Resources

https://158.9.48.239 - Financial Disclosure Management - Micro... E||E||§|

S
J Back &) m @ i:] /'J Search ‘},‘\'\/ Favarites @ @snagt B & (g'.
Google ||G,' v i Goo g B~ % Bookmarks= Bh 76 blocked > ) Settings~
i . i .
Financial Disclosure Management
QGE 450 2006 All Reporting Statuses Under Review Report List
Fa For Training X. 450_1 as Supervisor Assistant
L—c As of 12/05/2006 14:15
< Registration Reporting 5 Reviews Signature
Filer Status Year Status Review Status Date Date
o Under Review
4 [P Active 2006|  Mew Entrant Amended
- 12/042006
£ ;50—25’ raiing Active 2005 MNew Entrant Under Review H
i .
o |onen Traning Active 2006| Mew Entrant | Under Review
T : o |
&) S & Internet &
—

2. You can click the Printer icon on your browser’s tool bar or
right-click the report window and click Print on the menu that
is displayed.

3. Click Close to exit the report.

OGE 450 -Checking Statuses
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OGE 450 -Checking Statuses

Viewing a Report Summary

1. On the Reports List page, click Report Summary. A report
displays listing a summary of reports broken down by type of
report and status.

FDM_TRAIN Test System

Financial Disclosure Management - [raining

My Reports My Info i Admin Resources

3 https://158.9.48.239 - Financial Disclosure Management - Mi... [,

@' ay

I\:) Bark -\‘} ij @ ih /Cj Search ‘f;\? Faworites @snagit B & I/
=t
Gm.gle“(}v V|GD o B - % Bookmarks~ Bh7eblocked (D) Settings~

Financial Disclosure Management

forll 2006 OGE 450 Report Summary
For Training x. 450_1 as Supervisor Assistant
g Az of 12/05/2006 14:19
Under o)
5 Total Draft Radia Complete | |
Mew Entrant 4 1 25%| 3 FS%| 0 0%
4508 Annual 8] u] 0% 8] 0% u] 0%
Tra‘1 Total 4 1 | 25w 3 | 79w o 0% I
?F?D‘ &] Done 5 & Internet ;
450_27, . Under
Traring X. Active 2006 | Mew Entrant B

2. You can click the Printer icon on your browser’s tool bar or
right-click the report window and click Print on the menu that
is displayed.

3. Click Close to exit the report.
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OGE 450 - ManaGING SUPERVISORS IN FDM D

A Supervisor’s Assistant can add, edit or delete Supervisors in the
FDM. When adding a Supervisor to FDM, you must select a Senior
Legal Counsel for the Supervisor.

Adding a New Supervisor to FDM

You have been notified to add a new Supervisor to FDM. You will
also need to select a Senior Legal Counsel for the new supervisor.

New Supervisor Supervisors’ Senior Legal Counsel

D. Wagner_1 E. Pickney

Search for a Supervisor within FDM

1. Click Admin | Supervisors. The Search for Current
Supervisors page is displayed.

FDM_TRAIN Test System
Financial Disclosure Management - Tra/ning

My Reports My Info Review Filers Resources

e Select either “Starts
With” or Contains when
searching. For faster
results, type the full last
name and partial first
name of the filer.

Search for Current Superiors

Instructions: Use the criteria below to specify the fitering of the current supervisors in FOM. |

Last Name:* |StartsWith V| |wagner_1 |

e If searching by e-mail,

Add New Supervisor

enter the filer’s AKO First Name: |StartsWith v| |D |

email address only. Middle Name: | StatsWih v | | |
©e  The Search and Select eomall [Statswih v |

New Supervisor search, Agency: Aimy ¥

searches within the AKO
Directory. You do not
need to be registered in

TR Items Per Page S

FDM before they can be
selected as a Supervisor First, check to see if D. Wagner is already a Supervisor in the
in FDM. system.

OGE 450 -Managing Supetrvisors in FDM




FDM 3.0 / Pub. 1

FDM_TRAIN Test System
Financial Disclosure Management - Tra/ning

My Reports My Info Review Filers Resources

earch OI' urre UDEI'USOI'S

Instructions: Use the criteria below to specify the fitering of the current supervizors in FOM. |

Last Name:* |StartsWith V| ||Nagner_1

Add New Supervisor

First Name:  |Statswih v| D

Middle Name: |Statswith v/ |

|
|
|
e-mail: | Stats with v/ | |
Agency: Ay ¥
“Eandiad Items Per Page Search

Warning: No Items were located in your search

2. Type Wagner in the Last Name field and D in the First name
field and click Search. A listing of matching FDM user names
is displayed but D. Wagner’s name is not on the list.

Adding a New Supervisor to FDM

3. Click Add New Supervisor. The Search and Select New
Supervisor page is displayed.

FDM_TRAIN Test System
Financial Disclosure Management - Training

My Reports My Info Review Filers Resources

dit

Search & Select New Supervisor

Instructions: Lise the searching function below to iderdify a Supervisor. YWhen you find the Supervisor, press the Select button
inthe corresponding system row.

Last Name:* |Starts\:\fith v| ‘wagnerj

. ancel
First Name: | Statswith v | 0 o

Middle Name: | Statswith v | |

e-mail: |Starts\:\f\th v| ‘

Agency: Arm}g b
. [
gt Items Per Page Sg-m-h]

4. Once again, type D. Wagner’s name in the appropriate fields,
then click Search. The results of your search are displayed at
the bottom of the page.

OGE 450 - Managing Supervisors in FDM



FDM 3.0 / Pub. 1

FDM_TRAIN Test System
Financial Disclosure Management - Truining

My Reports My Info Review Filers ﬁdﬂﬂn Resources

Search & Select New Supervisor

Instructions: Use the searching function below to idertity a Supervisor. When you find the Supervisor, press the Select button
inthe corresponding System row.

Last Name:* [Stats'with ~| [wagner_1

| .
First Name: [ Stats'with | [D | [cancel|
Middle Name: | Stats'with v | |
e-mail: [Stants with (& | |
agency:
TReadred Items Per Page Search
1to 11 of 11 Items per pag

1

Last Name | First Name | Middle Name | Grade ai ress Phone Organization

Wagner 1 |D X G512 |d wagner 1@us.arr.rmil 000-000-0000 | Civilian [Geleat |

Wagner 10 |D X GS13  |d wagner 10@wus. syl [D00-000-0000 | Civiian [seleet |

wagner 11 |D x G513 d wagner 11d@ws arrny . mil 000-000-0000 | Civilian [Salact |

Waoy Blits (5] i G513 o 0 1200, . il 000-000-0000 | Ciil Select
ddrier | IES i agner LIS Jrony il Iviliar

5. Locate D. Wagner’s name on the list and click Select beside
his name. The Add/Edit Supervisor page is displayed
confirming that you wish to make him a supervisor.

FDM_TRAIN Test System
Financial Disclosure Management - Training

r

My Reports My Info Review Filers ﬂﬂm‘inl Resources

 Pending  User

Add/Edit Supervisor

Are you sure you want to make Wagner_1, D ¥, a Supervisor?

¢ Confirm @ Cancel

6. Click Confirm. The system registers D. Wager as a supervisor,
and then prompts you to select D. Wagner’s Senior Legal
Counsel.

D. Wagner receives an e-mail message indicating that you added
him as a supervisor in FDM.

OGE 450 - Managing Super
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Selecting a Senior Legal Counsel for a
Supervisor

You need to select a Senior Legal Counsel, E. Pickney, for D.
Wagner.
FDM_TRAIN Test System

Financial Disclosure Management - [ra/ning

My Info Review Filers adrmn Resources

My Reports

dEit uperuisor: Wagner_, D X.

o The Agency default Supervisor's Senior Legal Counsel: Sslect
Senior Legal Counsel is
automatically selected.
You can change the
default Senior Legal

Counsel at any time.

@ Add @ Cancel

7. To assign a Senior Legal Counsel, click Select. The Search
and Select New Senior Legal Counsel page is displayed.

FDM_TRAIN Test System
Financial Disclosure Management - [ra/ning

My Reports My Info Review Filers = ./li Resources

Search & Select New Senior Legal Counsel

Instructions: Lize the searching function below to identify & Senior Legal Counsel (SLC). When you find the SLC, press the
Select button in the corresponding system row.

Last Name:* | Statswih v | |Pickney |

First Name: | Statswih | [E | Cancel

Middle Name: | Startswith v | | |

e-mail: Starts With v | |
Agency: Army v

hegutes Items Per Page Search

8. Type E. Pickney’s name in the appropriate fields, then click
Search. A listing of matching Senior Legal Counsels is
displayed at the bottom of the page.

OGE 450 - Managing Supervisors in FDM
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FDM_TRAIN Test System
Financial Disclosure Management - Training

My Reports My Info Review Filers | ../ | Resources

Search & Select New Senior Legal Counsel

Instructions: Use the searching function below to identify & Senior Legal Counsel (SLC). When you find the SLC, press the
Select button in the corresponding system row

Last Name:* | StatsWwith |+ | [Fickney

Cancel

First Name: | Stats'with +| [E

Middle Name: |Starts\:\f\th v| |

e-mail: |StartsW’\th v| |

Agency:
Hitntets Items Per Page -m Search

1tolofl Items per page: IR

Last Name Frst Name | Middle Name | Grade E-Mail Adess hune 0rganizatin
Pickney e lx |es13 |2 pickrev@us.armyml  [000-000-0000  |Chvilian |Lsetect ||

9. Locate E. Pickney’s name and click Select beside his name.
You return to the Add/Edit Supervisor page showing E. Pickney
is selected as the Supervisor’s Senior Legal Counsel.

Complete Adding a Supervisor in FDM

FDM_TRAIN Test System
Financial Disclosure Management - [raining

Review Filers | .| Resources

' Add/Edit Supervisor: Wagner_1, D X.

Supervisor's Senior Legal Counsel: Pickney, E X, Ch‘-?r.‘g'ﬁ']

@ Add @ Cancel

10. Click Add. A confirmation page is displayed showing that the
person selected has been added as a supervisor.

OGE 450 - Managing Super
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FDM_TRAIN Test System
Financial Disclosure Management - Training

My Reports My Info Review Filers | ./ | Resources

rvisors Pending ‘ User |

Add/Edit Supervisor

\Wagner_1, D ¥, has heen added as a Supervisar,

Continue #*

11. Click Continue to return to the Search for Current Supervisors
page.

OGE 450 - Manag
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View User Profiles

Supervisor Assistants have the ability to look up the profile of a
user in FDM in addition to the profiles of any associated users

within the profile.

You wish to view the profile of a Supervisor Assistant as well as the
profile of those associated with the Supervisor Assistant.

450_X

1. Click Admin | User. The Search for Current Users is
displayed.

FDM_TRAIN Test System

Financial Disclosure Management - [raining

min

Resources

My Reports My Info Rewview Filer:

earc rrren sers

Uze the criteria below to specify the fitering of the current users in FOM.

| Instr

Last Name:* |[Statswith v | | |

First Name: [ Statswith v | | |

Middle Name: | Stats with (v | | |

e-mail: Starts Wwith v | |
Agency:

Theqiieg, Items Per Page @ Tkl

2. Type 450_XX in the Last Name field and click Search. The
results of the search criteria are displayed at the bottom of the

page.

Scenario II - 37

OGE 450 - Managing User Profiles
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OGE 450 -

oo Select either “Starts
With” or Contains when
searching. For faster
results, type the full last
name and partial first
name of the filer.

e If searching by e-mail,
enter the filer’s DOD
Common Access Card
embedded e-mail address
only.

Manai

FDM_TRAIN Test System
Financial Disclosure Management - [ra/ning
| admin |

Review Filers Resources

My Reports

My Info

Search for Current Users

| Instructi Use the criteria below to specify the fitering of the current users in FDM.

Last Name:* |[Statswith | (45030 |

First Name: | Starts With | | |Tra|n|ng |

Middle Name: |Statswith | | |

e-mail: [stanswith | |

Agency:
*Reguirad Items Per Page tS'e'arc:_h

1to1lof1l Items per page: QEUESS
Last Name | First Name | Middle Name |Grade E-Mail Address Phone Organization

Edi
430 20 Training x G313 |training 450 30@us.army.mil  |000-000-0000 ‘

3. Locate your name on the list and then click View. The User
Profile is displayed. The page shows that you are looking at a
450 Filer.

DM_TRAIN Test System
Financial Disclosure Management = Training

Resources

My Info Revlew F|Iers

My Reports

Search for Current Users

| Instructi Use the criteria belov to specify the fitering of the current users in FOM.

Last Name:* | Stats'with v | [Bur_1

Middle Name: | Staits with v | |

|
First Name: | Statswith v | |
|
|

e-mail: [ stats with | |

Agency:
ERaduricd Items Per Page @ Search|

1to 11 of 11 Items per page: REIRES

. Last Name | First Name | Middle Name | Grade E-Mail Address Phone Organization

4. Select Supervisor Assistant from the Role drop-down menu.
A listing of the Supervisor’s you are assisting is displayed.
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User Profile - 450_30, Training X.

| Roles: | Supervizor Aast. | w

Supervisors

Micholson, B .
Super 450 1, Training X.

5. Click Nicholson, B. The page now displays B. Nicholson’s
User Profile.

User Profile - Nicholson, B X.

Roles: | Supervisor |

Senior Legal Counsel: Slc_1, Training .

Supervisor Assistants

450 1, Training X.

450 10, Training .
450 11, Training .
450 12, Training X.
450 13, Training X.
450 14, Training X.
450 15, Training X.
450 16, Training X.
450 17, Training X.
450 18, Training X.
450 19, Training X.
450 2, Training X.

450 20, Training X.
450 21, Training X.
450 22, Training X.
450 23, Training X.
450 24, Training X.
450 25, Training X.

6. When complete, click on the X at the top right of the screen to
close.

OGE 450 - Manaing User Profiles
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Changing a Filer’s Agency and Filer Category

Supervisor Assistants have the ability to look up the profile of a
user in FDM and edit their agency and filer category.

Agency Eiler Category

Current: United States Army Change: No Selection

450_X
New: United States Navy To: Military

FDM_TRAIN Test System
Financial Disc!osure Management - Training

n Resources

My Info Reulew Fllers

My Reports

Search for Current Users

Usze the criteria below to specify the fittering of the current users in FDM.

Last Name:* |Statswith | [450_30 |

First Name: | Stats'with v | [Training |

Middle Name: |Stats'with v | | |

e-mail: [ Stans with ~| |

Agency:
*Raauirad Items Per Page tS‘e’arch

Items per page

1to1of1

Organization

Grade E-Mail Address Phone

Edit
G513 |training 450 30@ws, arry.mil - |000-000-0000 im

Last Name | First Name | Middle Name

450 30 Training X

1. Click Edit beside 450_X’s name. The Directory Lookup Details

is displayed.

OGE 450 - Manaing User Profiles
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Manaing User Profiles

Directory lookup Details for 450_1, Training X.

Attribute Value
Last Mame 450_1
First Marne Training
Middle Harne X
-Mail training_450_1@&us. arrmy, mil
Qrganization
Phiore 000-000-0000
Agency | Army - |
Filer Categary

@ Save

2. Select United States Navy from the Agency drop-down list.

Directory lookup Details for 450_1, Training X.

Attribute Yalue
Last Mame 450_1
First Mame Training
Middle Marme X
e-Mail training_450_1@us. arrny.mil
Drganization
Phione Qo0o0-000-0000
Agency
Filer Categary

3. Select Military from the Filer Category list.
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OGE 450 - Manaing User Profiles

Directory lookup Details for 450_1, Training X.

Attribute Yalue
Last Marme 450_1
First Mame Training
Middle Marne X
e-Mail training_450_1@us, arrny.mil
Jrganization
Phione 000-000-0000
Agency | MHawy L |
Filer Category M ilitzry £

@ Save

4. Click Save to save your changes, then click on Close to exit
the window. You return to the Search for Current Users page.
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